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This schedule applies to records of facilities established under the provisions of § 9-173.6 et seq of the 

Code of Virginia. 

 

The following categories are included in this Schedule: 

 

I. General Records 

II. Program Records 

 

 

I.GENERAL RECORDS 

 

Administrative Records Retain in accordance with The Library of Virginia 

(LVA) General Schedule (GS) No. 19, Administrative 

Records Retention and Disposition Schedule. 

 

Electronic Records Retain in accordance with LVA GS-23, Electronic 

Records Retention and Disposition Schedule. 

 

Fiscal Records Retain in accordance with LVA GS-2, Fiscal Records 

Retention and Disposition Schedule. 

 

Personnel Records Retain in accordance with LVA GS-3, Personnel 

Records Retention and Disposition Schedule. 
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II. PROGRAM RECORDS 

 

1. Case Records Retain until juvenile reaches age of 21, then notify the 

local department of social services about pending 

destruction.  If no response within 30 days, destroy by 

shredding or pulping. 

 

2. CASA Program Statistical Reports Retain 1 year after submission of report, then destroy. 

 

3. Volunteer Records 

 

  a. Applicants accepted and completing 

training 

Retain 3 years after departure from program, then 

destroy by shredding or pupling. 

 

  b. Applicants not accepted or not 

completing training 

Retain 3 years after last action, then destroy by 

shredding or pulping. 

 

  c. Volunteer training records Retain 3 years after departure from program, then 

destory. 

 

 
 


